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OFFICE  OF  INFORMATION  MEMORANDUM  #4 


The  Addressing,  Duplicating,  and  Mailing  Section  is  now  mechanically  equipped  to 
handle  the  duplicating  work  of  the  bureaus  with  minimum  delay,  if  the  bureaus  will  observe 
reasonable  uniformity  in  their  requests. 

Perhaps  it  is  well  to  point  out  again  that  the  purpose  of  the  duplicating  plant  is 
to  put  in  usable  form  those  manuscripts  and  jobs  which  are  more  or  less  ephemeral  in  nature, 
or  which  in  emergencies  are  needed-  sooner  than  printing  procedure  could  supply.  All  other 
material  should  be  printed.  Thus,  letterheads  and  envelopes  should  be  printed,  except  for 
emergency  supplies.  On  the  other  hand,  circular  letters,  bureau  news  sheets,  crop  estimates, 
press  releases,  radio  releases,  etc.,  should  be  mimeographed  or  multigraphed .  In  other 
words,  our  plant  must  not  in  any  way  compete  with  the  Government  Printing  Office,  which  is 
charged  by  law  with  the  duty  of  printins  and  binding  all  Rovernmant  natorial, 

The  purpose  of  this  memorandum  is  not  to  discourage  the  use  of  the  duplicating  plant. 
Much  valuable  time  is  saved  by  having  duplicated  material  available  to  answer  correspondence. 
Much  valuable  information  is  disseminated  in  mimeographed  or  multigraphed  form.  Rather, 
the  purpose  of  this  memorandum  is  to  promote  uniformity  in  practices  because  then  the 
plant  can  regularly  give  approximately  a  two-day  service  and  can  also  handle  a  reasonable 
number  of  rush  jobs.  Congestions  in  the  past  have  caused  the  bureaus  endless  trouble;  it 
'honld  ha  posi^ible  to  nvoid  congestion.'s  with  the  equipment  now  used, 

AaaembllnE  Mflobine 

A  new  assembling  machine  is  now  operating  at  full  capacity.  This  one  machine  does 
the  work  of  seven  to  ten  people  and  v.-ill  make  it  unnecessary  for  us  to  call  on  the  bureaus 
for  emergency  help,  as  we  have  had  to  do  many  times  in  the  past.  It  will  gather  autoaatical- 
ly  a  m-ximum  of  12  standard-size  sheets  (or  24  pages) .  Bureaus  can  aid  materially  in  ex- 
pediting the  service  of  the  Duplicating  Section  if  they  will,  whenever  possible,  keep  each 
mimeograph  or  multigraph  job  within  24  pages.  For  example,  a  25-page  job  would  require  the 
full  attention  of  one  man  in  addition  to  those  required  for  a  24-p3ge  job;  a  28-page  pam- 
phlet would  make  it  necessary  to  gather  the  sheets  in  two  groups,  thus  requiring  double 
machine   time   and  extra   labor   for  stitching.      We  want   to  avoid   this  wlienever  possible. 

Bureaus  can  help  in  another  way,  too.  The  assembling  machine  will  gather  a  maximum 
of  3,600  complete  booklets  per  hour;  allowing  for  usual  delays  and  adjustments,  the  machine 
will  average  from  150,000  to  175,000  sheets  per  day,  provided  there  is  general  uniformity 
in  the  kind  of  paper  used,  in  the  stitching,  etc.  Consequently,  unless  good  reason  is  tiven 
for  doing  otherwise,  the  A.  D.  &  M.  Section  will  use  two  staples  on  the  left-hand  side  of 
all  jobs  and  will  use  a  standard  grade  of  duplicating  paper. 


MultiKrajDhing  -  Paeer  -  Ink 


The  A.  D.  &  M.  plant  also  has  a  neyi  double  multigraph  machine.  In  addition  to  speed- 
ing up  operations  in  general,  it  is  particularly  good  for  the  printing  of  four-page  leaflets. 
The  machine  prints  two  pages  with  one  revolution,  but  in  order  to  do  this,  paper  16  by  10^ 
inches  must  be  used.  This  leaflet  is  a  sample  of  the  work  that  can  be  done  on  the  double  ^ 
multigraph.  The  four-page  leaflet,  of  course,  requires  no  assembling,  so  that  this  type  of 
job  can  be  handled  with  comparative  ease. 

Bureaus  should  have  multigraph  work  done  on  the  type  of  paper  stock  that  is  carried 
in  large  size;  namely,  on  one  of  two  grades  of  regular  stock  mimeograph  paper  or  bond  paper. 
One  grade  of  mimeograph  paper  is  a  30  per  cent  rag  paper  which  takes  ink  and  serves  well 
in  place  of  bond  paper,  and  at  the  same  time  has  the  advantage  over  bond  paper  in  permitting 
a  higher  speed  on  the  machines.  This  paper  will  be  used  unless  bureaus  have  good  reasons 
for  the  use  of  bond  paper. 

The  paper  stock  carried  in  the  A.  D.  &  M.  Section  has  been  selected  as  a  result  of  a 
careful  check  of  bureau  requests.  It  includes  all  types  generally  needed.  Inasmuch  as  de- 
livery by  a  manufacturer  often  takes  90  days,  special  stock  should  be  requested  only  when 
the  stock  on  hand  is  wholly  unsatisfactory  for  a  specific  job. 

The  regular  multigraph  machines  will  take  paper  11  inches  wide  by  15  inches  long 
with  a  printing  surface  7f  inches  wide  by  13|-  inches  long.  The  long  segment  for  15-inch 
paper  contains  79  lines;  the  short  segment  for  10-^— inch  paper  contains  59  lines.  The 
vertical  segment  has  a  printing  surface  of  7\  by  llf  inches  and  contains  44  lines. 

Black  ink  is  usually  used  in  the  fountains  on  the  multigraph  machines.  To  make  a 
change  in  the  color  of  ink  requires  about  two  hours'  work.  Colored  inks  should  be  requested 
only  when  absolutely  necessary. 

Mimeograph  -  Mimeoscope 

Two  sizes  of  mimeograph  machines  are  used  in  the  Duplicating  Section.  The  small 
machine  has  a  maximum  printing  surface  of  7-g-  by  10  for  paper  8  by  10-^  inches,  and  7-^  by  14 
inches  for  paper  8  by  15  inches.  The  large  machine  has  a  maximum  printing  surface  of  14  by  19 
inches  and  takes  paper  16  by  21  inches.  Much  better  work  is  turned  out,  and  greater  speed 
is  possible,   when  the  printing  surface  is  kept  somewhat  within  the  dimensions  given. 

Stencils  for  use  on  the  mimeograph  machines  come  in  three  sizes,  8^  by  14  inches,  8^  by  18 
inches,  and  15^  by  20  inches.  Vertical  lines  are  drawn  on  the  right  and  left  &s  guides  for  the 
typists  in  cutting,  but  the  margin  on  both  right  and  left  should  be  at  least  one-fourth  inch  from 
these  vertical  lines  to  permit  the  use  of  the  regular-size  roller.  If  this  is  not  done,  some  of 
the  words  and  characters  on  the  stencil  may  not  print,  even  though  a  wide  roller  is  used. 


On  the  mimeoscope  machine  signatures,  form  lines,  etc.,  are  reproduced.  Copy  must 
be  submitted  in  ink  or  typewriting  in  exactly  the  form  in  which  the  finished  work  is  de- 
sired and  must  be  on  one  side  only  of  plain  white  paper.  Pencil  copy  will  not  be  accepted, 
as  the  lead  ruins  a  part  of  the  reproducing  equipment. 


Two  rotaprint  machines  are  being  used.  One  machine  uses  roll  paper  which  ia  cut 
automatically  into  sheets  8  inches  by  11  inches  as  printed.  On  this  machine  reproductions 
can  be  made  only  on  one  side  of  the  paper.  The  other  is  an  automatic  sheet- feed  machine 
which  prints  both  face  and  back.  This  machine  will  handle  a  sheet  of  paper  in  any  size 
between  Ah  by  51  inches  and  8v  by  13^' inches  and  of  any  weight  from  13-pound  paper  to  a 
2-ply  cardboard.  The  printing  surface  for  paper  8  by  10^  inches  is  7^  by  9>-  inches;  for 
8^  by  13|-  inch  paper  the  maximum  printing  surface  is  8  by  12-^  inches.  Rotaprint  nachines 
are  used  chiefly  for  the  reproduction  of  charts  or  graphs,  known  as  line  drawings.  In  re- 
producing these  the  procoss  is  to  print  on  a  metal  sheet  from  a  negative.  This  entails 
the  production  of  n  negative  of  the  chart  and  the  placing  of  the  image  from  th©  negative 
on  the  metal  sheet,  photographically.  The  duplicating  plant  is  also  equipped  to  handle  half- 
tone negatives,  which  formerly  had  to  be  made  commercially  at  considerable  expense.  If 
bureaus  already  have  negatives,  they  should  be  sent  with  the  request  to  the  Duplicating 
Section;  otherwise  another  negative  must  be  made  from  the  copy  submitted,  and  the  bureau 
will  be  charged  with  thp  cc.t  of  producing  the  negative,  and  time  and  nffort  will  be  wasted. 

Copy  submitted  should  be  drawn  with  black  India  ink  on  plain  heavy  white  paper,  pref- 
erably bristol  board,  to  insure  clear  reproduction  on  the  rotaprint.  When  typewriting  is 
to  be  reproduced,  the  best  results  are  obtained  if  the  copy  is  prepared  as  follows: 

Remove  ribbon  from  typewriter,  place  sheet  of  carbon  on  each  side  of  paper, 
carbon  surface  next  to  the  white  sheet,  and  type  as  usual.  If  a  map,  chart,  or 
graph  require.3  an  explanatory  legend,  it  may  be  typed  on  a  .separate  sheet. 

The  use  of  this  machine  eliminates  considerable  work  in  the  photographic  laboratories 
especially  when  a  large  number  of  prints  are  required  from  line  negatives.  In  most  cases 
5,000  perfect  copies  can  be  produced  from  one  of  the  metal  sheets. 

After  being  used,  metal  sheets  and  negatives  are  sent  to  the  bureaus,  where  they 
should  be  held  if  there  is  a  possibility  of  needing  a  reprint  later. 

Type  Faces 

A  large  assortment  of  type  for  the  monotype  and  for  hand  composition  is  carried,  but 
the  use  of  hand-set  type  should  be  limited  because  of  the  much  greater  time  required  to 
handle  it.    The  monotype  reduces  competition  time  fully  75  per  cent. 

On  a  previous  occasion  it  was  found  necessary  to  call  attention  to  frequent  requests 
for  reprints  of  multigraph  jobs  which  are  received  within  a  fev/  days  after  the  work  has  been 
delivered.  Holding  type  for  reprints  unnecessarily  fills  expensive  segments  which  are  needed 
daily  if  we  are  to  maintain  a  regular  schedule.  Reprint  requests  could  be  greatly  reduced 
if  distribution  requirements  were  more  accurately  estimated  at  the  time  the  original  orders 
are  placed. 


General 


Officials  of  all  bureaus  have  indicated  time  and  again  that  they  are  in  full  sympathy 
with  the  plan  to  produce  good  work  at  a  minimum  of  labor  and  material  cost.  The  bureaus  can 
promote  this  desirable  economy  by  following  these  additional  suggestions: 

1.  Prevent  wasteful  distribution  of  the  material. 

2.  Edit  every  manuscript  or  job  form  carefully  before  it  is  submitted  for  repro- 
duction.    Present  the  facts  in  the  most  succinct  style  consistent  with  clearness. 

3.  Keep  within  the  page  limitation  previously  mentioned. 

4.  Utilize,  whenever  possible,  both  sides  of  the  sheet. 

5.  Use  illustrations  only  when  they  will  effectively  increase  the  usefulness  of  the 
iob  or  pamphlet. 

6.  Read  proofs  carefully  and  return  them  to  the  A.  D.  &  M.  Section'  within  one  day; 
delay  in  returning  proofs  unnecessarily  holds  up  segments. 

7.  Cut  stencils  in  the  bureaus  on  all  rush  jobs  and  carefully  check  them  for  errors 
before  sending  them  to  the  duplicating  plant 

8.  Maintain  a  central  point   to  which  all  material   may  be  delivered  to  your  bureau 

Approval  of .Manuscripts 

Attention  is  again  invited  to  page  506R,  paragraph  604,  of  the  Administrative  Regula- 
tions : 

MIMEOGRAPHED  MATERIAL.  All  material  intended  to  be  mimeographed  or  otherwise  mechan- 
ically duplicated  must  be  approved  by  the  chief  of  the  bureau  in  which  it  originate.=5 ,  or 
by  some  one  v/hom  he  designates  as  his  representative  for  this  purpose. 

Material  that  is  to  be  sent  out  to  the  public,  or  that  involves  the  work  of  other 
departments,  bureaus,  or  offices,  or  matters  of  department  policy,  should  be  referred  to  the 
Director  of  Information  for  approval.     (Effective  August  13,  1927.) 

It  goes  without  saying,  of  course,  that  even  the  material  covered  by  the  first  para- 
graph of  this  regulation  must  conform  to  the  general  policy  that  material  can  be  duplicated 
only  if  it  is  necessary  in  the  transaction  of  the  public  business. 

Each  bureau  undoubtedly  files  and  indexes  its  duplicated  material.  Two  copies  of 
3ach  duplicated  manuscript  should  also  be  sent  to  the  Office  of  Information  and  two  to  the 
library. 


M.  S.  Eisenhower, 
Director. 


